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Basic Shopping PCard Marketplace 

This guide was created from a Test site with the intention to show end users the difference types 

of catalogs in WISBuy.  The screen prints do not reflect the actual WISBuy production site.  In 

the production site for WISBuy, catalogs are arranged by contract.   

 

There are three types of catalogs, Hosted, Punchout and State Hosted.  Hosted catalogs are 

imported by the supplier and approved by the contract manager.  Punchout catalogs are links to 

special supplier websites within WISBuy and say Punchout on the supplier sticker.  State Hosted 

catalogs are suppliers with small catalogs that are imported by the KIT staff.  State Hosted 

catalogs have the same functionality as the Hosted catalogs. 

 

Hosted Catalogs 

Add an Item to a Cart 

 

1. To search a product from a specific hosted catalog, click on the supplier and a search box 

will appear. 

 

 
 

2.  Type in an item description (in our example-we used wrench) you wish to search in the 

search bar and click on the search button. 
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* The number of products listed may be adjusted by selecting a different value from the results 

per page drop down at the upper left. Product search results may also be sorted by selecting sort 

criteria from the Sort by drop down at the upper center. Product results may be further refined by 

adjusting filters on the left panel in Filter Results. Choices are keyword, custom attribute, 

product flag, suppliers, category, packaging, manufacturer and result type,  

 
 

 
 

3. Add an item directly to the active cart, on the right, by entering the desired quantity and 

selecting the blue “Add to Cart” link.  

 

4. The quantity and price in the active cart at the top right has now changed to reflect the added 

product.  
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Punchout Catalogs 

Add an Item to a Cart  

To search a product from a punchout catalog, click on the supplier and the system will 

take you to the special website. 

  

 

2. Wait while WISBuy connects to the punchout site.   Notice that even though we have accessed 

the supplier site the shopper is still within the WISBuy environment and may return at any time 

by clicking the “Cancel PunchOut” button in the upper right hand corner. 

  
 

3. Follow the instruction on the supplier site to add items to your cart.  Click on the add to cart 

button then view your cart. 

 

4.  After you have added all your items, follow the prompts on the supplier punchout to complete 

your order.  

 

5. After you click on “Submit Order or Check out” you will be brought back to the WISBuy, to 

your shopping cart. Notice you can see your items you selected from the hosted catalog and the 

punchout catalog in your WISBuy cart. 
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6. To make a change to items on the order created from a punchout site, the shopper must return 

to the supplier site to modify the items. 

**Punchout sites are maintained by the suppliers so shoppers must note that the process to 

check-out and return to WISBuy will be different for each punchout site. 

 

Customizing the Cart Name 

1. Now that the cart contains items, the shopper may customize the cart name. The cart 

name is a required field and the default format will contain the current date, user name, 

and cart number. This will be located towards the top right of the screen. 
 

 
 

2. The shopper may change the default cart name to a more meaningful value to reference 

the vendor name or project name. Pending carts renamed by the shopper are more easily 

found in WISBuy. 

. 
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3. When finished, click “Proceed to Checkout” to finish purchasing your order, click on the 

blue “Place Order” button.  

  
 

 

 

eCatalog 

 

 
4. After your order has been sent to the supplier you will receive a confirmation from 

WISBuy. 
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This concludes the lesson on Basic Shopping in WISBuy. For further assistance, please contact 

doawispro@Wwisconsin.gov or visit the WISBuy website.    

 

 

mailto:doawispro@Wwisconsin.gov
http://doa.wi.gov/Divisions/enterprise-operations/state-bureau-of-procurement/wisbuy

